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Introduction

This user guide will provide an introduction to the process and routines around CarRes
check-in. It will also give an insight into port management functions like finalizing the
departures, manifests and reporting. For additional instructions related to booking

functionality please see the Basic user guide.

Please note that this user guide is describing how to use the keyboard when working in CarRes as this
is a much quicker way, but it is also possible to use the mouse when moving between different forms,
tabs, blocks and fields, etc.
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TRAINING DAY 1

Introduction

Repetition of booking functionality

Training Block #1

Booking search

Payments at check-in

Amending and cancelling bookings at check-in

Exercises
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1 Training block #1 — Check-in payments and amendments

1.1 Searching for a booking

This section of the document will present the most common ways of searching for booking

information in CarRes.

Note that with <F7> you are able to clear the form to start fresh with a new search.

Searching with booking number

When a customer has the booking number to hand it is possible to search on this in the
booking form. The booking number is entered manually into the “Booking” field and the

search is started with Enter.

e

'
Booking| e Datel | Agent | clerk | Prom
Guest ID I Last Name | Guennsme | 1| Tit | Phons nbe | tng | oty | cur | mop | o] Fe | Broch]

| | | I | b1 W T prod |

Searching for the last 15 bookings

To open a list of the 15 last bookings that were opened by the same user, press Shift+<F9>

Booking| Due Date] [ Agent | Clerk | promg |
Guegt D | Last Name | Givenname | 1] Tit | Fhanenbr | g | oty | cur | moy Fc| Broch
| ¥ oeea| to pay
Header Journey I Ashore / F_xtl Namelist |
) B [ T e B Bl B N
Arr pom7[ =]+ Arr poma[ 34—+
& [ 5 Date From-To | RN RC Price /M |_sts | cocill & c 5 Date From-To | RNRC Price/M|_sts | coGi
r rr r rr
(mf (o I i
(ol (ol I e
(i i r i
(i i r i
(i (] I Ke
(mf il | i
(mf il o i
= . rC
Journey price ice
_ Nee Ret CI
B CE
Int. rr
Tek rr TEST MICAELA 29248 18.02.2015 09.38
Re TEST TEST 29208 180220150931 OK
e TRAVELLER TOM 20245 18.02201509.30  OK
Tenath [ Loadw 20244 17.022015 1442 OK
= _—— 20241 17.02201514.03  CAN
e s SDFEDF 29239 17.0220151306  OK
TEST DACE 20178 020220151458  OK
Mol e et ST | it w1 TEST 28797 020220151457 0K
r QuicKyY 29144 130120151548 OK
(] auicky 29139 130120151540 OK
Drrverl— podOnet | addanz | Rmvone3 | JTEST 28798 13.01.201510.43  OK w|l|vonez| Rmvaig
< |» |_I
Availability | Price Ayl | Pay I Cancel I Clear (F7) | Checkir u Exit I
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1. The field “Find” is where search filter is given
2. “%” is used as wildcard when searching in CarRes — only “%” means “select all”. Can
be used anywhere (before, after, in the middle).

3. Select the booking to be opened and press Alt+o or press “OK”

1.1.1 Advanced search

If the booking number is not known it is possible to open a Booking search form for advanced
search possibility.

1. To open the booking search form, press <F9> from the booking window

@Seard"l for bookings CarRes 4.2 build 2 (CLBOOK 1.88) [CARUS@MICAELAO-PC.SEAFORMS. ALMCPROD] - Ol x|
Journey l Jry Row 1 Jry Row Cargu] Jry Regnum] Jry Book Ctg] Ashore ] Due Date} Invoice 1 Namelist I Booking Header] Cuntadlnfu] Supp Inv} Waitlist 1 Payment I

[ Nams [ Dep | Ar | DepstweDste | Produst | Frodusttyps | Agent | Tenwm | Customer|D | EticketD | Extticketrsf | BokSts | Day |

|| i

s

Use % for widcard search Included bookings— Print

Area | [ Booking ID I Active s —
) [ cancelied Save Defaults
Zip/ Address | | Booking valve [ —_—
Vis. Address | Amount Paid Save default TP
CIO Address | Balance Exec Search

Dlv Address | oK

Exit

The advanced search form contains many different tabs to make it possible to search

differently depending on which information is known.

Define the search criteria by filling in known fields
To perform the search, press Enter or Ali+s after the search criteria has been defined

The search result can be sorted/re-arranged by pressing on the headline buttons.

AR A

To print the search result, (will be printed according to the selected sort order) press
Alt+p

Most of the tabs require a date as part of the search criteria. By using the field “Day” it is

possible to search for several days forward from the selected date.
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1.1.2 Saving a default search for a user

Carus

When a user regularly makes the same advanced search it is possible to save the search

criteria as default, one default per search tab. Next time the same user logs on and opens

advanced search, the default search will be displayed automatically. This is done by pressing

Alt+v when the search criteria for the tab is given.

It is also possible to make a certain tab default for the logged on user if one of the search

tabs is preferred to be displayed automatically next time the search form is opened by that

user. This is done by pressing Alt+d when the preferred tab is open.

1.2 Payment process in check-in

1.2.1 Taking payments

When a booking is confirmed it has to be fully paid (until tickets can be issued and) before

the booking can be checked-in.

1. Open the booking that should be paid

2. To activate the payment window from the booking form, press Alt+y or press “Pay”

button

3. The cursor will be automatically placed in the payment transactions block. The Date
and Method of Payment (based on the MoP defined in the header of the booking) will

be automatically displayed. Note that the user must have privilege to make payments

and also to use the MoP code.

4. Press Enter or tab to move the cursor through the payment fields

Date

05/04/2015

Payment transactions

Method
CAS

Amount
726.00

Currat
uso

1

Rate

Amount Payse
726.00

Remark

[~ Show roundings 4
Print All Documents 3

Print receipt 1

More...2

5. Depending on method of payment it can be mandatory to add name of the payee
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" L
Payment transactions —
Diate Method Anoisnt Cusrrency Rate Aannoint _f‘ Payes
1019/2015 |CAS 91.00 |UsD 1 81.00 Ik\||
[rez Remark

6. There will be a message asking “Register Payment transaction?” To accept the

payment, answer “Yes”

Question ﬂ

Q Register payment transaction?

7. When the booking is fully paid the amount to pay will be updated to zero (0.00) in the
upper right hand corner

Fairy Booking Form CarRes 4.1 build 2 (CBFERRY 2.745) 04.00 A =1k

Booking[28522 Due Datel 0% Frm Agent e [ From§
Gt I | Lis1 Name | cwanmame | 1] Te | emess e | wrg | oty | cor | wso | se| Fo|Brocn[ALL_PROD A proucts 4TR0
[rest P | E | [cas T prod [DEFAULT  Defaut product |

Heater | soumey | Ashore/Ext| Hamemt |
Addra® s information Gamaral informatan Payreanl and confirmation in Lo
20 Addr [ Campaign [ Dapost I Dugliste

1.2.2 Making additional payment

When a booking has been changed and the value of the booking has increased, an
additional payment should be made.

The booking change will automatically update the price information in the booking and the

outstanding value will be displayed in the upper right hand corner in the booking header.

@fFerry Booking Form GarRes 4.1 build 2 (CBFERRY 2.745) [TEST@MICAELAC-PC. FORMS02 ALMCTEST] 04.10 AM =[S
Booking[28583 Due Date] 0K Firm Agent [ANHS ALASIGH MARNE HIGHWAY, US- Clerk | Prom3 |
Guzst 1D | Last Name | Gwenmame | 1| Tt | Pronener | 1ng | oty | cur | wee | ac| Fo|BrochlALL_PROD Al products 717.00
[Test |pia | | E |us fusp Jcas W T prod [DEFAULT  Defaut product 239.00 to pay
y 3

]

1. To make the additional payment, press Alt+y
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2. Inthe payment transactions block, use ArrowDown key to move to the next row. Note
that it is not possible to edit an old payment transaction. For each additional payment
a new payment is made

3. Fillin Method of payment. The outstanding amount will now automatically be

Booking[28583 Due Datel oK Firm Agent [AlHS ALASKA MARINE HIBHWAY, US- clerk | Promg |
Guest ID | Last Name | Givenname | 1| Tt | Fhonenbr | g | cty | cur | mon | as| Fe|Brocn/ALL_PROD Al products 71
| [Test |pia [ 1] | E fus |usD JcAs ¥ [ prod [DEFAULT  Defaut product (239.00 to pay
Header l Journey ] Ashare / Ext] Namelist ] /
Address information General information Payment and confirm. information
C/0 Addr | Campaign | Deposit [~ DueDate
Duigis FEERlE | Final amt Due Date
Resp.Agent| -
E-ticket ID |
. Invoiced 00 Invoice
T tAddrl E-ticket type} Ext tck ID 2 . -
o8 omm
Bookref | / = =
ZIP I State Canx fee oo~ . VAT on com 0.00
o Agent Note | / Ret Cl .
VED | Conf Status
Addr Exthote | _ i 1.17.2014 VALID
inthote | / ™ | Sec code FXAC  Bookcly
Additional contact information
Cot Infe Note | 1] sms| Exiemal Texts Booking szt Created 11.06.2014 11:.05PM by TEST
r r Changed 11.17.2014 04:10 AM by TEST
; ”: Master Booking
Child Quantity 0
r
— Last check date
Payment transactions
Date Method Amount Curreny Rate Amount Receiv.Bank Remark
111772014 |CAS 478.00 (U 1 478.00
TMTIZ0NE [CAS 00 }‘SD 1 .00
[~ Show roundings 4
Print All Documents 3
Print receipt 1
More...2

4. Continue with tab until the message if you would like to register the payment is
displayed. Confirm the payment and the outstanding amount to pay will be updated to
zero (0.00) in the upper right hand corner in the booking header

1.2.3 Making partial payments/several modes of payment

In the event a customer wants to pay with several Methods of Payment it is possible to define

separate rows for the different methods.

There will be a message displayed for each payment row and when the first payment is

confirmed it is possible to insert the next payment on the next row.

Payment transactions

Diate Method Ammount Curmency Rats Ameount Recsiv.Bank Remark
MIT2014 |CAS 475.00|USD 1 475.00

1172014 |CAS 100.00 | USD 1 100.00

1172014 CARD 138.00|USD 1 138.00
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1.2.4 Refunding a payment
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Carus

When a booking has been changed and the value of the booking has decreased, a refund

should be made.

The booking change will automatically update the price information in the booking and the

value to be refunded will be displayed in the upper right corner in the booking header.

Due Datel |0K Firm
Last Name |

Booking 28930

Guest 1D | Given Name

Agent [AMHS

| | | it | Phone nbr

ALASKA MARINE HIGHWAY, US-

CARUS |Cﬁrus |Suppurt |

Clerk |

| ng | cty | cur | mep | ap| Fe|BrochlALL_PROD A products 45.00
[ E | Juso cas ¥ [ prod [DEFAULT  Default product -45.00 t0 DEL’

Prom3 |

1 i i i

To make the refund, press Alt+y

2. Inthe payment transactions block, use ArrowDown key to move to the next row. Note

that already registered payments cannot be changed, instead a new row for the

refund should be added

3. Fillin Method of payment, usually there is a special MoP for refunds. Choose from list

of options <F9> if the code is not known.

I Name

cc Credit Card

CCA Credit Card Auth Only
CCR Credit Card Refund
oC Debit Card

CAS Cash

CASR Cash Refund

TRV Ticket Revoke

ACH ECheck

ACHR ECheck Refund

CCH Cashier Check

CCHR Cashier Check Refund
CHE Check

CHER Check Refund

KIOSK Kiosk payment

PASS Pass Payment
PASSR Pass Payment Refund
PO Purchase Order

TCH Traveler's Check
WTN Wire Transfer

4. The amount to refund should be filled in as a negative amount.
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Payment transactions

Date Method Amaount Currency Rate Annoiunt Payes
1012015 [CAS 91.00 (USD 1 91.00 |
1002002015 | CASR -46.00 |JER 1 -46.00 Remark

5. A warning message will be displayed when the amount is negative. Accept with Ok.

Message |

@WARNING!

Balance is negative.

6. Continue with tab until the message if you would like to register the payment is
displayed. Confirm the refund and the outstanding amount to be paid will be updated
to zero (0.00) in the upper right hand corner in the booking header.

oK Firm Agent [AMHS ALASKA MARINE HIGHWAY, US- Clerk | prom3a |
| BGiven Name ‘ | | Tit | Phone nbr | Lng | Cty | Cur ‘ Mop | Ap | Fc|BrochjALL_PROD Al products 45.00
|support [ | E | Jusp [cAs W T prod |DEFAULT  Default product 00 to pay

1.2.5 Paying with a special pass

A booking can be paid with a valid special pass.

1. To pay your booking using a special pass, press Alt+y to open the payment window

2. The date will automatically be displayed and in the “Method field” it will say CAS for
cash payment. Type over with the appropriate code for the special pass (PASS) or
press >F9> for list of options.

3. Fillin the number of the special pass and quantity. If the special pass number is not
known, press <F9> for list of options in the “Ticket number” field.
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Payment transactions
Diat= Method Amount ‘Cumency Rate Amount Fayes
10M9/2015 |CAS 51.00 |USD 1 3100 | Ticket book information

10202015 | PASS .00 |usD 1 .00 Remark Ticket quantity |1

Ticket number

4. There will be a message asking “Register Payment transaction?” To accept the

payment, answer “Yes”

When paying with a Special Pass, Customer ID must be defined on the booking and Travel
Friends must be defined in the Namelist tab (if Travel Friends should be verified). Valid
Vehicle Registration Numbers should be saved on the Customer record and will be verified

when paying with Special pass.

Manual control must be made by the staff in the terminal, making sure that the Special Pass
policy isn’t violated.

1.3 Changing and cancelling a booking

1.3.1 Changing a booking

Provided there is capacity available, and the booking rules allow it, changes can be done to

the name, departure, quantity, category, etc.

1. To change a booking, start by opening the booking in the booking form. If the booking
number is not known, perform an advanced search as described in Advanced
Search.

2. When the booking is open in the booking form it is possible to perform necessary
changes

Issued: Mar-16 ©Carus PBS Ab Ltd, 2016 Page |13
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@Feﬂ? Booking Form CarRes 4.2 build 1B (CBFERRY 2.795) [CARUS@MICAELAC-PC.FORMS02 ALMCTEST] 01.31 AM =
Booking|28664 Due Date| ok Fim Agent [AMHS  ALASKA MARNE HIGHWAY, US- Clerk | Prom g |
Guest ID | Last Name | venmame | 1| T | Phone e | wog | oty | cor | mop | ap| Fe|Brocn[ALL_PROD Al products 726.00
[carus TEST [e fus Juso[caAs ¥ I pros [DEFAULT  Defaut product 726.00 to
Header Journey | Ashore / F_xtl Namelist |
Dep [B [wRG [03m172015 [1000 Ak SUN 11y PredS[ pee | | | New Prodg[
AT 03/01/2015 0400 PM SUN M/ Malaspina prom7 | =]+ AT poms[ | 4|=|+
Gi Ci 5 Dats From - To RM RC Price iIM| Sts | CcCi| Gi Ci 5 Dats From - To RM RC Price /M| Sts | Cc
P 2 ADT 1 726.00 - r r
(i rr [ r
I - r r
I - r r
- - r r
- - r r
- - r r
- - r r
- - r r
Passengers, 2 Adult Age 12 and Older Journey price 726.00 Journey price 00
__ MNote Ret Gl | Passenger iist (Joumey) | S Ret CI
Ext - [ |_8oc8m Name llExt rr
Int. [~ | [T |[carusTEST Int. rr
Tek [T T |T T |NLOO1-NAMELIST NAME Tek rr
Re rr Ref|
Maasurements I_ I- Mazazurements
Lengn | Loaaw |} Clength | | Loaaw
wiath [ Tarw [ [T width [ Tarw [

1.3.2 Changing departure information

To change departure information, simply type over the existing information or choose new

departure from <F9> search

Journey |
IEBDiEE [wre [03i0172015 [10.00 4K BN 1(1) Prod5 [ Y I e — — New
AT 03101720 1 N MV Mala.sm:rmzl ¥ =+ i :
Gi i 5 Date Price /M| Sts | CeGi| Gu i 5 Date From - To
p 2 ADT Oruse <Fo> 726.00 -
r Lol
| (ol i
r Lol
r Lol
| (ol i
r Lol
r Lol
] I
Passengers, 2 Adult Age 12 and Older Journey price 726.00

1.3.3 Changing the booked items and details

To change the booked items, move to the booking rows and change quantity or change

existing category information.
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Journey l

Dep [[8] [WRG [03/0172015 [10.00 Ak SUN 1¢1) ProdS[ Dep
AT 03/01/2015  04.00PM SUN M/ Malaspina pomz[ =] Arr
Gp| oty o | oty Spec | Dste | From-To | RnRC price /M| st | coci| o

p 2 ADT 1 726,00 -

r 1

Type over or r rr

use <F9> r rr

r rr

r rr

r rr

r rr

I 1

Passengers, 2 Adult Age 12 and Older Journey price T26.00

Carus

Name changes are also done in the namelist tab by typing over existing fields

Namelist l

GusstID | Last Name First Name  Initisl | Title | Get | Dateotmitn| Nst [ wF | L peni| ac| ps

[Travellet Tom

Traveller Tina

1.3.4 Amendment fee

01.07.1870
01121972

=
I C
i
L
i
i
L
i
i
L
i
[l

i N N R T B I

1L o o o i o ol o

1L o o o o o o o M

If the booking is subject to an amendment fee a message is displayed when the booking is

opened.

Message

x|

@ Changing this booking may cause an amendment fee

oK

When the booking is changed (date or time) and if amendment fee rules apply there will be a

note in the upper right hand corner showing that a fee needs to be paid.
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File Reports Function [nformation Customer Options Window

@Feﬂy Booking Form CarRes 4.2 build 4C (CBFERRY 2.819.1.1.1.F11) [CARUS@MICAELAQ-PC. SEAFORMS. ALMCPROD] 04.23 AM

Carus

=10l

Booking[28921 Due Datel ok Fim Agent [AMHS  ALASKA MARMNE HIGHWAY, US-  Clerk | proma |
Guest ID | Last Name | Gwenmame | 1] Tt | Phonenor | g | oty | cur | wop |mp|re BrocnALL_PROD Al products AMDFEE
[Test [iicacia E Jus Jusp fcas T proa [DEFAULT  Defautt product AMDFEE to pay
Header Journey | Ashore / Exll Namelist I / —
Dep NI [REC [10/z7r2015 [0345 AL TUE 1¢1) ProdS[ pes| [ | | New Prodg[
AT 10/30/2015  08.00AM FRI M/ Malaspina From7 | 3| =+ Arr poma[ z3| 4| =+
G c Spec | Dste | Fom-To | RNRG| Prio= /M| sts | ceci| @ c Spec | Dste | From-To | RNRG| price /M| sts | cocil|
P 2 ADT 1 68200 - r -
| - | |l
| i | |l
] i [ -
] i [ -
] i [ -
r rr | rr
r rr | rr
I rr I -
Passengers, 2 Adult Age 12 and Older Journey price §82.00 Journey price .00

How to pay the amendment fee will be described in the section Taking payments.

After the payment has been settled the amendment fee will be registered in the

Ashore/Extras tab.

Header I Journey IA&hDreIExtl MNamelist |

1.3.5 Cancelling a booking

Date of Amival | Duration | Dateof Deparwre | Frem | Gp &ty Cig Cty Spec | RMRC | Frice|  Sts
Ashore price 40.00 More... § | Row info | [~ ShowE

Extras
Grp Qty Cig oty Spec | Date [rurc|  Fice [ == | Internal MNote |
E 1 ANMD 1 40.00 FEE: Altered journey 1 30.10.201

An active booking can be cancelled by pressing Alt+c when the booking is open in the

Booking form.
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A couple of messages will be displayed asking the user to confirm that the booking should be
cancelled.

Question x|
Changing status to CAN will permanently cancel the
booking!

Continue?

Question %]

Q Are you really sure?

Press “Yes” and the booking is cancelled.

If the booking has been paid or partially paid there will be an extra notice that the booking
has a balance.

{¥9 Information Message o ]
MesE3ge Text |
=

Choose yes and the booking can be refunded after cancellation as described in the
Refunding a payment section.

A cancelled booking will have CAN=cancelled status.
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SFerry Booking Form CarRes 4.2 build 2 (CBFERRY 2.737.1.0) [CARUS@MICAELAO-PC.SEAFORMS ALMCPROD] 04.18 AM =1
Booking 28799 Due Datel [can  cancelled Agent [AMHS ALASKA WARINE HIGHWAY, US- Clerk | promg |
Gusst D) | Last Mams | Guenname | 1| Tt | Phons nbe | g | oty | cur | wop | ap| FelBrochlall_PROD  allproducts 0o

|Test Micaela | [ ] | E |us |usD cas ¥ T prod |DEFAULT  Defaut product -726.00 to pay

1.3.6 Cancellation fee

When a booking is subject to a cancellation fee, the following message will be displayed

when cancelling the booking.

Question x|
Changing status to CAM will permanently cancel the
booking and a cancellation fee of EUR 12.5 will be

charged
Continue?

If the booking has been paid a message will be displayed:

’@Inf{xm&ﬁoﬂ Message

Message Text

Booking 34724 has balance

The cancellation fee will automatically be displayed in the Ashore/Extras tab in the Extras

block and the balance is displayed in the upper right hand corner.
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Booking[34724 Due Date] cAN  canceled Agent [ATSQA CARUS PBS AB LTD, AX-22100 Ostra  Clerk | Prom g |
Gusst ID | Last Mame | Gwenmame | 1| Tt | Fhonenor | tng | oty | Gur | mep | an| Fe|Brocn/ALL_PROD Al products 12.50
test |micaela 1 |swE [ax [EUR |cas ¥ [T prod [PLUTEST  PiLuTestProduct  -112.50 to pay
Header I Journey I AShDFEIEX‘lI Hamelist |
Date of Arival Duration | Date of Departure Prem & G oty spec | RNRG Price | sts Note Retcl |
Ext. rr
Int. rr
Tck. rr
odging | statistics |
ID {room) | Code oty |
Name fist {row) |
Name Gp |
Add One 1
Add A1 2
. Rmv One 3
Aszhore price 1250 More... | Row info | ™ Show ENF —_—
Rmv All 4
Extras =
Grp Qty Cig Qty Spsc | Date [ruRre|  Pice | sts | Intemal Mots |«
F 1|CFEE 1 12.50 Journey canfee
Booked joumey(s) |
From To Departurs Arrival |
WMAR |STO [10.11.2015 [08.15 |10.11.2015 [15.15
s 7

If the cancellation fee is only part of the paid amount the balance should be refunded. See

Refunding a payment.

1.3.7 Reinstating a booking

A cancelled booking can be reinstated as long as there is still availability.

To reinstate the booking, from the Booking form, choose Function > Reinstate booking

File F_leports!nformation Customer Options Window

{EFermy Booki Copy Journey RRY 2.797.1.0) [CARUS@MICAELAQ-PC. SEAFORNS ALMCPROD] 04.18 AW
Copy Bookin F
Booking|287¢ e Cancelled Agent [AMHS ALASKA MARMNE HIGHWAY, US- Clerk |
Move Open Journey  Shift + F5
Buest 1D hivame | 1| Tit | Phone nbr | tng | oty | Gur | wop | | Fe|BrocnALL_PROD Al products

Rollback changes Shift + F7

Reinstate booking |
i

JE Jus |usp [cas ¥ I prog [DEFAULT  Defaut produ

= | Set Booking Country
Address int SetRevenue Clearance General information Payment and confirmation
CIO Addr Campaign i
I_ Manual Price - sl Deposit r
Div Addr T Resp.Usr Final amt L
Create new invoice —
Resp.Agent Paid 72600 |
Create Record F& E-ticket I Invoiced o 3
E-ticket type] Ext tek ID
Postadar|  Cabin/Room Assignment Book ref bine 00
zPistate| Cabin/Assignment Deck Plan e ool”
Visitin - - Agent Note Ret Cll cons
9 l_ Name Assignment to Cabin Ext Note r
Adar Keycard Sec code FCRX E
ETIE Int Note -
Aaditional o ame receipt / ticket
) Created -
Cat Move Booking [tem | si]s.. | ExemnalTexs Booki rization C;ea 9 05/0472015 DZ:1T Al
an .
Change Arrival Time r - 080 05/04/2015 04:18 Al
Board Booking ltem [ || ;
= g == Master Bocking

A confirmation message is displayed and the booking is active again.
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{5 Ferry Booking Form CarRes 4.2 build 2 (CBFERRY 2.797.1.0) [CARUS@MICAELAC-PC. SEAFORMS ALMCPROD] 04.22 AW ol
Booking| 28798 Due Datel JoK  Firm Agent [ANHS ALASKA MARINE HIGHWAY, US- Clerk | promg |
Guest ID | Last Name | wenmame | 1| Tt | Phone nbr | tng | cty | cur | wop | ap| Fol|BrochlALL_PROD A products 726.00
[Test Micaela [ | E |us JusD Jcas ¥ [T prog [DEFAULT  Defautt product .00 to pay

Il

1.3.8 Paying a cancelled booking

A booking can be paid even if it is cancelled. When the payment is registered the booking will

be automatically reinstated.

1. Search for the cancelled booking

2. The booking will be in cancelled mode and the booking value will be zero:

@Femf Booking Form CarRes TEST 4.3 build A (CBFERRY 2.850a.F11) [CARUS@MICAELAC-PC.SEAFORMS ALMCTEST] 04.55 AM =l
Bnnklng|31 140 Due Date| |CAN Canceled A_gent AMHS ALASKA MARINE HIGHWAY, US- Clerk ‘ Prom @ |
Guest D | Last Name | wenname | 1| Tit | Phonentr | tng | cty | cur | wep | 2p | Fe|BrochlALL_PROD | Al products 0o
[Test Micaela [ [ fus usp |cas ¥ T proa [DEFAULT | Defautt product 00 to pay
Header Journey I Ashore | Exi] Namelist ]
Dep [BEL [5G [05/08/2016 [05.00PM FRI 1(1) Prod 5 e[ [ New Prod &
AT 0S/09/2016 1130 AW MON MMV Malaspina  Promz [ d|=|+] Arr pome[ 3| 4|=|+|
Gp| oty oy | oty Spec | pae | From-To | RnRc| prica /M| st= | coci| omp| oy oig | oty spee | bste | From-Ts | RNRC prce /M| st | ceci
P 1 ADT 1 ool can T I I
r || m e
r || r I
r || r I
r rr | i
r rr | i
r || m e
r || r I
r | ] r I
Paszsengers, 1 Adult Age 12 and Older Journey price .00 Journey price .00

3. To activate the payment window from the booking form, press Alt+y or press “Pay”
button
4. Follow the payment flow as described in the Taking payments section.

The booking will be automatically reinstated when the payment is registered.
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TRAINING DAY 2

Training Block #2

Check-in process and routines
Special scenarios in check-in
No-show handling

Exercises
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2 Training block #2 — Check-in and special scenarios

21 Check-in process and routines

2.1.1 Preparing departure for check-in

To be able to start checking-in, the departure needs to be opened for check-in. Depending
on company routines it is possible to either open one departure at a time or several

departures at once.

2.1.2 Open one departure for check-in

1. To open a departure for check-in, choose Registry > Capacity > Departure (on
board)
2. Start by filling in the sailing details:

@ Departure Maintenance CarRes TEST 4.2 build A (CCDEP 1.184) [CARUS@MICAELAC-PC.SEAFORMS

Dep ID | From to Vezzel

Mext Dep ID Schedule

Dep number Estimated 1
Voyage No Actual

Fill in the Departure ID if it is known or use <F9> to search
The details of the sailing will be displayed based on the departure ID
There is a Booking status field and a check-in status field in the upper right corner

that is used for opening a departure for check-in

Check-in status shows if the departure is open for check in or not. The departure is not open
for check in if the status is defined as "0". To open the departure for check-in, update the

status to "2".

Booking status shows if a departure is open for booking or not (for instance if no further web
bookings should be accepted after the check-in is opened). Booking Status defined as O
means that the departure is closed for booking. Statuses 1 — 9 indicate that the departure is
open for booking, provided that the User has privilege to the defined Booking Status. The
values 1 — 9 can be used to define different levels of Booking Statuses. We recommend that

a separate Booking Status (for example 9) is used for cancelled sailings.
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]Departure Maintenance CarRes TEST 4 3 build A (CCDEP 1 184) [CARUS@MICAELAD-PC SEAFORMS ALMCTEST] =1l
Depll  [MALD10520161000 From kTN  to WRG Vessel AL DEP 4| i — Rio

Cabins Cleaned [ | Booking 1| noamdfee [

5 5 : y s ’ DAY
Next Dep ID | MALO10520161645 Schedule 05/01/2016 10.00 AM SUN  0S/0172016 04.00 P SUN wsmi‘i‘ comstngy SRRzl nocnr
Dep number, Estimated Relax product rule [ Sepportopen=]v  Arr port open [
Voyage No (30389321 Actual
Note |

2.1.3 Open several departures for check-in

1. To open several departure for check-in, choose Registry > Capacity > Departure
links
Clear the screen with <F7> or press “Search” or Alt+S..
Fill in departure details. If only the date is filled it, a list of every departure available in
the system from that day will be displayed. If both the route and the date is filled in, a
list with of the upcoming departures for that specific route will be displayed.

File Info Help Window

G Link Departures CarRes TEST 4.2 build A (CMDLINK 1.39) [CARUS@MICAELAO-PC SEAFORMS ALMCTEST] =0l x|
veh | From | To | Degarture Date" [ Amvaipstes [ 85 [ cis | Voyspe Number | AutomstChic | Lane Tempiate D~ Next ID* [
KTN WRG  05/01/2016 -

G Link Departures CarRes TEST 4.3 build A (CMDLINK 1.38) [CARUS@MICAELAO-PC SEAFORMS ALMCTEST] =10/ =]
ven | Frem | Te | Departurs Date® [ amvalDater | 88 [ cis | Voyage Number | Automst ChiG | Lane Tempiste 1D Next 1D* [
m KTN WRG  05/01/2018 10.00 &M Sun O05/01/2016 04.00PN 1 2 9038931 MALO10520181000 MALO10520161845 =1

MAT  KTN WRG  05/04/2018 0215 AM Wed 05/04/2016 0815AM 1 2 50389323 MAT040520180215 MAT040520150900

MAT  KTN WRG  05/07/2016 04.15PM Sat 05/07/2016 1015PM 1 2 50385402 MATO70520181815 MATO70520152300

MAL  KTN WRG  05/08/2016 08.15 AM Sun 05/08/20168 0215PM 1 2 50389334 MALOB0520150815 MAL0B0520151500

MAT  KTN WRG  05M0/2016 09.15PM Tue 051172016 03.15AM 1 2 50385413 MAT100520162115 MAT110520160400

MAT  KTN WRG  05/14/2016 03.30PM Sat 05142016 09.30PM 1 2 50385427 MAT140520161530 MAT140520162215

MAL  KTN WRG 05152016 10.00 AM Sun 05152016 04.00PM 1 2 50389348 MAL150520161000 MAL150520151645

MAT  KTN WRG 05172016 11.45PM Tue 05182016 05.43AM 1 2 50385438 MATIT0520162345 MAT180520160630

MAT  KTN WRG  05/21/2016 07.30PM Sat 05222016 01.30AM 1 2 50389452 MATZ210520161530 MAT220520180215 -

MAL  KTN WRG 05222016 08.00 AM Sun 05/2272016 03.00PM 1 2 50389382 MALZ20520160500 MALZ20520151545

MAT  KTN WRG 0572572016 03.45 AM Wed 05252016 09.45AM 1 2 90369463 MATZ50520160345 MATZ50520161030

MAT  KTN WRG 057282016 01.30PM Sat 05282016 0730PM 1 2 80369477 MATZ80520161330 MATZ80520162015

coL KTN WRG 0572802016 08.00 AWM Sun 05292016 0230PM 1 2 90386918 COLZ30520160800 COLZ30520161530

MAT  KTN WRG  06/01/2016 12.45 AM Wed 06/01/2016 06.45AM 1 2 90369488 MATO10620160045 MATO10620160730

MAT  KTN WRG  06/04/2016 06.15PM Sat 06/052016 1215AM 1 2 90389502 MAT040620161815 MATO50620160100

coL KTN WRG  06/05/2016 02.00PM Sun 06/05/2016 0745PM 1 2 90386932 COLOS0620161400 COLOS0620162045

MAT  KTN WRG  08/07/2016 08.15 AM Tue O08/072016 0315PM 1 2 90385511 MATOTOS20160815 MATOT0620161600

MAT  KTN WRG  06M11/2016 08.30 AM Sat 08112016 03.30PM 1 2 903859526 MAT110620160930 MAT110620161815 LI
Next departure from/ to |WRG |PSG fields with an * in the headli.ne
Next veseal ,Mﬁ\l_i is searched by means of wildcard
Next departure date ’m Nexd departure
Mext arrival dale ’m ’7 lgnore vessel [ | Autolink Exec Sea.. | Search | Saye | Refresh | Exit |

4. There is a Booking status field and a check-in status field on each row that is used for

opening a departure for check-in/booking. See status definitions in previous chapter.
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File Info Help Window
@Unk Departures CarRes TEST 4.3 build A (CMDLINK 1.39) [CARUS@MICAELAQ-PC.SEAFC

Weh | From | To | Departure Date™ | Amival Date™ | BS | Cis | Voyage Numi
KTN WRG  05/01/2016 10.00 AM Sun 0S/01/2016 04.00 P 1

KMAT  KTM WRG  05/04/2016 0215 AM Wed 05/04/2016 08.15 A
MAT KM WRG  05/07/2016 0415 PM Sat 05/07/2016 1015 P
MAL  KTH WRG  05/08/2016 0815 AM Sun 05/08/2016 02.15P
MAT KM WRG 05102016 09.15PM Tue 0S/M11/2016 03.15 A
WMAT  KTH WRG  05M14/2016 03.30 PM Sat 051472016 0930 P
KAl KTH WRG 05152016 10.00 AM Sun 05/15/2016 04.00 P
MAT  KTH WRG  05M7/2016 11.45PM Tue 0SM872016 0545 AN
WAT ___KTM WRG __05/21/2016 07 30 PM_Sat__05/22/2016 01,30 Al

LS T Y U T T 6 O T % I (F

2.1.4 Booking and check-in overview

When the check-in staff needs to keep track on the check-in and booking situation one
possibility is to open the Check-in Overview window.

1. From the Booking form, go to Information > Check-in Overview

File Repors andionCusmmer Options  Window

Y& Ferry Booking Form € View Child Bookings ERRY 2.850a.F11) [CARL
View Agent Contact

Booking|31140 L. g ) ) celled Agent |AMHS
View Booking version -

Gusst ID | = | 1| Tt | Phone nbr

1
== V\iew booking row details
[Test Mica ' growg

Woucher History

e l Journey = ontact History

Address information Check-n Overview General inf
C/0 Addr Bridge Report Overview Campaign | |
Div Addr Black List Resp.Usr |—

Supplier Invoice Resp.Agent| |
View Agent Yield Availability E-ficket ID |—
i iti i |—————— | E-ticket type
Post Addr ,7 Wiew Waiting List Queue typ |_
Book ref |—
ZIP ] State | | P—
Visiting | gent Hote
Addr ExtNote [
inthote [
Additional contact information

2. Fill in the departure port code
3. Inthe “Days” field it is possible to insert how many days in advance you would like to

view check-in situation for.
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Port Vessel Date Days
lBEL | 04/01/2016 2

There are three different tabs: passengers, vehicles and booking details.

The passenger tab will show how many bookings there are in total on the departure, how

many are checked-in and how many remain to be checked-in. The same breakdown is

shown on passenger level.

The last column on the tab will break it down on embark/disembark level.

I Bookings, Pax H WVehicles (Low, Medium, High}l Booking details
— Bookings — ———————— Passengers
— Departure ——————————— [— Total I Rem 4 Total T Rem — 'On Board information
From To Date Vessel Book Chkin _Chkin Book  Awvl Chkin Board Chkin Board|| Embarking On Board Disembarking
E KTN  04/01/2016 06:00 PM FRI AL 4 0 4 T 443 0 0 7 ] T T 0
BEL KTN 04/08/2016 06:00 PM FRI MAL 1 0 1 6 444 0 0 6 0 6 6 0

The vehicles tab will show how many low/medium/high bookings there are in total on the
departure and how many feet in total. The total availability will be shown in the middle

column while the last column will show what remains to be checked-in.

Bookings, Pax I Vehicles (Low, Medium, High) I Booking detailz ]
Booked r Total Availability Remaining to Check In
Departure ———— 3 —— Low T Medium T High — Length —— — Low -1 Medium T High —
[From To Date Messel| | B.Unit B.Len B.Unit B.Len B.Unit B.Len| | Low Med. Highl| B.Unit B.len B.Unit B.Len B.Unit B.Len|
E KTN  04/01/2016 05:00 PM FRI WAL 10 223.3 0 0 0 0] [#14.32 0 1120 10 2233 0 ] 0 0
BEL KTN 04/08/201§ 08:00 PM FRI MAL 4 54 0 0 o 0] 1821 0 1280 4 54 0 o 0 0

The booking details tab will show individual bookings on the departure. The ‘IC’ field shows if
the row has been checked in or not and the ‘Sts’ field will show if the row is waitlisted.
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Bookings, Pax Wehicles (Low, Medium, High) I Booking details I
— Departure Info — Booked vehicles, row details
I | [ [ [ | < Clear All
From T To Date Vessel Book.No T Grp —T Qty Ctg Qty T Spec T Len 1 o — Stz —
@ KTH  |04/01/2016 06:00 PM FRI MaL 30338V 1|CAR 15| B_ El:qrrent o T
BEL |KTN [04/08/2016 06:00 PM FRI WAL 30335V 1|CAR 40| ooxHo
30336[V 4|PET 0|l
30367V 1|car 143 Name
30589V 1|CAR g0l
30TE5{XWIDE 1(CAR sg|l™
30785(WIDE 1|CAR 30| Reg Mumber(s}
™
o
™

Another way to keep track on the check-in situation is by using the Search functionality from
the booking form.

To open the search form, press <F9> in the booking form
Go to the Jry row tab and fill in the departure details
3. Tolook for bookings “not checked-in”, mark the check box “Nci” and only bookings

that have not been checked-in will be listed

@Search for bookings CarRes TEST 4.3 build A (CLBOOK 1.97) [CARUS@MICAELAC-PC.SEAFORMS.ALMCTEST] =1alx]
Juurne‘,rl Jry Row Ier Row Cargo 1 Jry Regnuml Jry Book Ctg 1 Ashore ] Due Date] Invoice ] MNamelist ] Booking Headerl Cuntacllnful Supp Inv] Waitlist I Payment ]
[ Name [ oep | An | Depsrumpste | Fomot | em | crg [ spec | ome [ Neil st= [ Em | cCresedby | cabin | Day|
KTN |WRG |05/01/2016 M . 1 |
KTH WRG 050172016 10.00 £ DEFALLT P 1 ADT L CARUS =]
[TEST MICAELA KTN  WRG 05/01/2016 10.00 2 DEFAULT W 1 CAR CARUS
[TEST MICAELA KTN  WRG 05/01/2016 10.00 A DEFAULT P 1 ADT CARUS
[TEST MICAELA KTN  WRG 05/01/2016 10.00 2 DEFAULT P 2 ADT CARUS
[TEST MICAELA KTN WRG 05/01/2016 10.00 A DEFAULT " 1 MOTR WTL CARUS
[TEST MICAELA KTN  WRG 05/01/2016 10.00 2 DEFAULT FEE 1 ACD AUTH CARUS
[TEST MICAELA KTN  WRG 05/01/2016 10.00 A DEFAULT P 2 ADT WTL CARUS
[TEST MICAELA KTN  WRG 05/01/2016 10.00 2 DEFAULT W 1 CAR WTL CARUS
[TEST MICAELA KTN WRG 05/01/2016 10.00 A DEFAULT " 1 CAR WTL CARUS
=1
| Us& % for wildcard search =

Included bookings—

Booking 31143 T Print
| I canceled Save Defautts

Area |

ZpiRddess ‘ | Save default TP
Vis. Address |

C/O Address | Exec Search
Div. Address | 0K

Exit

4. To open a booking from the list, press <Enter>, Alt+O or press the “OK” button
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2.1.5 Checking-in a booking

Start by opening the booking you want to check-in. If the passenger does not have the

booking number at hand, you can search for the booking as described in the Booking Search

section.
The booking needs to be fully paid in order to proceed with check-in.
1. To check-in a booking, press Alt+l or press “Check in all”

If both the departure for the outward as well as the return has been opened for check in, the

user can choose which of the departures to check in.

¢ Farry Booking Form CarRes TEST 4.3 build A (CBFERRY 2.850a F11) [CARUS@MICAELAO-PC SEAFORMS ALMCTEST] 02.51 PM = =1
Booking|31143 Due Datel lok Firm Agent |AMHS ALASKA MARNE HIGHWAY, US- Clerk | Promg |
Guest ID | Last Nams | Giwenmame | 1| Tit | Phonsner | ng | cty | cur | mee | ap| Fe|Broch/ALL_PROD  Alproducts £25.00
[Test Micacla [ [ | fus Juso cas P T prog [DEFAULT  Default product 00 to pay
Header Journey lAshuref Ex't] Namelist ]
pep (81 [wrG [osmizmie [toooak sun 1) Prods| Dep fwre [nU [osr12016 [0s00 Ak WED 2(2) Prodg [
Arr 05/01/2016 0400PNM SUN MV Malaspina Prom7 $|—|+| AT 0501172016 03.45 PM WED W/V Matanuska Prom & §a|+| —|+|
G| oy oy | oty spee | bse | From-Ts | RuRc| prce M| st= | coci| ool oty oig | oty Spee | bate | From-To | RMRC prica /M| sts | co i
P 2 ADT 1 96.00" I 2 ADT 3 194.00 rr
v 1 CAR 2 108.00 L 1 CAR 4 2ze.00[ rr
r | | r r
r | | r r
r | r r
r | | r r
r | | r r
- r r
Departures open for check in x| - -
Passengers, 2 Adult Age 12 and Older Journey price 423.00
__ MNote Reicl | Passeng [ Nd|% L c
Ext| = | BecBr t Fr
it | [ r | |[Depport  |Amport Startdate M
Tek| relrri 05/01/2016 10:00 AM F e
Ref - | |wre JNU 05/11/2016 04:00 AN
= E| | .
Length | Load W | BN |
Width | Tarw | = B
Height | Tot W | 0 rr
| (] |
| ||
Add One 1 Add All 2 | Rmyv One 3 | Rmv All 4 || Add One 1 Add All 2 Rmwv One 3 | Rmv All 4

2. To proceed with check-in, press “Ok” and the boarding cards for the chosen
departure will be printed.

3. If the booking has not been paid, a message will be displayed:

Message k3
@ Booking not fully paid. Check-In not allowed

The booking needs to be paid prior to check-in. See section: Payment.
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4. To see if a booking has been checked-in, the check-boxes on the booking row will be

marked:

{5 Ferry Booking Form CarRes TEST 4.3 build A (CBFERRY 2.850a.F11) [CARUS@MICAELAO-PC

Booking|31143 Due Date! oK Firm Agent |AMHS ALASKA,
Guest 1D | Last Mams | Given Nams | | | Tit | Phone nbr | Lng | L
| ITest Micaela | [ | | E |u
Header Journey lAshurerExtl MHamelist l
pep [0 [wrG [0501/2016 [10.00 AN SUN 1(2) Prod5 Dep [WR
AT 05/01/2016 0400 PM SUN  MA/ Malaspina Prom 7 +| =+ Arr 05i1
ool oty oy | oty Spec | Date | From-To | RNRc] Price / M| St o ci\e | @
p 2 ADT 1 s6.00 W
Y 1 CAR 2 106.00 W
[
[ T
[ [T
[ .

2.1.6 Unchecking in a booking

Start by opening the booking you want to uncheck in. If the passenger does not have the

booking number to hand you can search for the booking as described in the Booking Search

section.

The booking needs to be checked in in order to be unchecked in. As shown in the previous
picture the boxes for Check-in clearance and Check-in status are marked when the booking

has been checked-in.

1. To un check-in a booking, press Alt+o and S or choose Options -> Switch Check-In
Mode
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File Reports Function
¥ Ferry Booking Form CarRes TEST 4.3 build A Availability Journey

Price Availability
Bookin gl.’5'1 143 Due Datel I

ﬁvallabmty Ashore
Guest ID | Last Mams |

| |Test Micaela |

Information Customer P8jagidel Window

Show ENF

Header Journey |A5hurerﬁxt| Namelis Hide RC

Dep B0 |[wrG [05/01/2016 [10.00 Ak SUN

Arr 05/01/2016 04.00 PM SUN M Malaspina

User Defaults

G| oty ctg | oty Spec | Date | From-71 Set User L
o alaT et User Language
W 1 CAR

Reprint/ Print Log

Training, March 2016

§ Switch Check-In Mode

gser data and printer queues

Reprint Unprinted Documents

Accommodation assignment toal |

Carus

LCAEI.AO—PC_SEAI

T ALASKA MARN

L C
E us U

Dep [WRG [1r

Arr 05M11/201¢

cci| 6| oy ci
Flv | P 2 ADT
FIv | v 1 CAR
[
[~
-

2. Press Alt+k or press “Uncheck in All”

=

T

Booking[31143 Due Date] ok Firm Agent [AMHS  ALASKA MARINE HIGHWAY, US- cerk|
Guest ID | Last Mame | Given Name | Phons nbr Lng | cty | cur | o Fc|BrochlALL_PROD Al
[Test Micaela E Jus [usD [cAS W [ proa [DEFAULT e
Header Check-In | Namelistl
Dep’ﬁ WRG 05012016 10.00 ;|suN +|4-|->| 1(2) Boc | Brd | Rem | | 8el| Gab| Brd | Boc Mams |
WV Malaspina 05/01/2016  04.00 F SUN Boarding 3 3 ol | W ¥ |TEsTMC
S— ory S| Rnme [on] o= [ on RemCert| 435 486 ) W ¥ |TEST MicAELA
p 2|aDT 1 ¥ v Booked 2 e rcr
v 1/CAR 2 I3 v Names in list 2 oflfs =
I ] Boarded 2 g g g d
=l = Checked In 2 e rcr
r - || ] (] ]
I r Check in Marked I} =S
[0 | Uncheck in All 1|_ i D0
= E Board Markeas ||| | I
/ Names to Journey B/U | Dzparturs bosrding detais I
Departures in journey Booking row reference boarding [~ KT  WRG 0SM12018 10:00 AW |7 4]
Departurs Frem To Sel | Reference | Pt B | Datebosrdes | [ 5
01.05.201610.00  KTN  WRG . .- = ] |
n ul =B r
n uf 8 =
r. | o U Cf =]
Cahin Berth num
Il 2 Show all rows
r 3 Print Cabin Card for each passenger
i 4 Print vouchersftickets for all linked journeys

3. Answer question “Uncheck journey?” Yes with enter, Alt+y or press button
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Question Xl
Q Uncheck journey ?

4. Answer question “Revoke boarding cards?” Yes with LeftArrow and enter, Alt+y or
press button

Question x|

Q Revoke boarding cards ?

And booking will be unchecked in

Header Check-In l Namelist]

Dep,ﬁ WRG  05/01/2016 1u.uux|SUN + €+ 12 goc | Brd | Rem | [ sei| cat ra | Boc Nams
M/ Malaspina 05/01/2016 04.00 F SUN Hoarding 1 1 of(TC | T I |TEsTmiC
T T Tl = e RamCert| 498 498 :: :: :: :: TEST MICAELA
P 2|ADT 1 3 r Booked 5
o || (] {
v 1/CAR 2 4 r Names in list 2
r r Boarded 0 gig g4
™ ~ Checked In O ddro
— | || (] {
r | Check in Marked ML) ]
I - Uncheck in Al L Ml
r r Board Marked & mlj[im e
Names to Journey BiU | Departurs boarding details | Brd |
Departures in journey Booking row reference boarding [T .KTN  WRG 0S/01/2016 10:00 AM [ =]
Departurs From To Sei | Refersnce | Pt Brd | Daste boarded | o r
01.052016 10.00  KTN WRG . . 2 r
m . |= r. r
= o |m I/ LIS
H B = e =)

5. To return to the basic booking form, press Alt+o and S or choose Options -> Switch
Check-In Mode

2.1.7 Splitting a booking row and partial check in

To check-in only part of the items booked on a row (i.e. only one passenger out of two), the

booking row has to be split. Start by opening the booking in the booking form.

1. To split a booking row, move the cursor to the booking row that should be split and

press Alt+u and S or choose Function -> Split Row
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File Beponslnformation Customer Options Window

@Fen]'Booki Copy Journey [CBFERRY 2.850a.F11) [CARUS@MICAELAOQ-PC.SI
[ —— CopyBookin =
Booking[311: ) oi _ Firm Agent [AlHS ALASKA WA
Move Open Journey  Shift + F5
Guest ID ) hisme | 1| Tt | Fhonsnbr | Log | c
Rollback changes Shit + F7 [~ | | _| £ s
Reinstate booking
HEELE Set Booking Country t |
Dep Wﬁ Set Revenue Clearance Prod 5 I— Dep I_
Arr 050172014 yanual Price prom 7 | =+ Arr
erp|_ oty ci Create new invoice | rnre| Price /M| ste | ceci| ol oty
L 1 28I 2 66.00 v
P 2 m Create Record F& 1 ag00l vl
v 1[CAR Cabin / Room Assignment 3 106.00 Vv
Cabin / Assignment Deck Plan :: ::::
Mame Assignment to Cabin r rr
Keycard r i
Mame receipt / ticket r rr
Move Booking Item r ]
Passengers, 1 CIEgE Arn?al UTiE Journey price 220.00
- Board Booking ltem —r— | 5
Ext. Update Mext of Kin Type ID Grp  Cabin Barth Ext.
Int. Package Booking ALIN ADT Int.
Tck. . . Tck
Ref Split Cabin Row Ref
Split Row
Mezzuraments Messursms
Length Bulk Book Length
ot Template Booking  Shift + F8 wigtn |
Heiaht Hejaht [

2. Enter the quantity to split to another booking row and press OK

E Ferry Booking Form CarRes TEST 4.3 build A (CBFERRY 2.850a.F11) [CARUS@MICAELAQ-PC.SEAFORMS.

Due Date| Jok Agent [AMHS ALASKA MARINE HIGHV
Guest ID | Last Name | | 1] Tt | Fhonenbr | ng | cty | cu |

| [Test Micaets | | | e Jus fusp [ce

Booking|31147 Firm

Given Name

Header Journey |A5hure.rExt| Namelist |
—_— T p—
Dep [KTN  |WRG [05/01/2016 [10.00 Ak SUN 1 @ROW_SPLIT 1ol x| [
Arr 05/01/2016 04.00 PM SUN WM Malaspina —
op| oy oy | oty Spec | Date | From Enter the quantity you want to move. | ar
P 2 ADT

Enter a value between 1 -1 |1

0K | Cancel |

-
| i |-|-|

Carus

3. The booking row will be split into two rows
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Dep[KTN [wRG [0s/m1/2016 [10.00AK Sun 1(1) Frods |

Arr 05/01/2016 04.00 PM SUN M/ Malaspina Prom7 | +|—|+|

Gp| oty ctg | oty Spec | Date | From-To | RmRc| Fric /M| Sts | coci

A 1 ADT 2 4g.00" rr

p 1 ADT 1 az.00(" rr
r -
r rr
r rr
r -
r rr
I -
r -

Passengers, 1 Adult Age 12 and Older Journey price 96.00

4. Save booking, <F10>

2.2 Special passes

The special passes must be issued (“sold”) within a booking, also when it is free of charge for

instance for employees.

2.2.1 Selling

a special pass

1. To sell the actual special pass, go to the Ashore/Extras tab in the Booking form.

Header | Journey l Ashnre!Ex‘tl Namelist |

Date of Aival Duration |_Date of Departure Frem G c oty Spse | RNRC]

2. To move the cursor to the extras block, press Cril+DownArrow

3. Fill'in the following fields:

Term

Definition

Grp

Enter Category group manually or press <F9> for a list of
options. Choose the code for the special pass.

Id |Name |
FEE Fees
PASS Passes

Qty

Enter the amount to be booked
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Enter Category manually or press <F9> for a list of
options.
Id Mame
AP Annual Pass
Ctg HF Handicap Pass
MP Marketing Pass
OP Dfficial Pass
RAP Retiree annual pass
TRIP Trip Pass
Extras
G Oty Ctg Qty Spec | Date |pnrc|  Phice [ s | Internal Note
pas 1[0 1

s Ik 7

4. Press DownArrow to accept the booking row and the price will be displayed
To save the booking, press <F10>, fill in a name of the booking and accept with
<F10>

6. To pay the special pass and get the ticket number, follow the same procedure as
outlined in section Taking payment.

Press “Print all documents” after payment

The special pass details can now be viewed in Information > Voucher History

2.2.2 Special pass refill

Special passes that have annual cards where the actual card in not renewed every year it is
possible to refill the same card.

1. If the category is allowing a refill, a pop-up will be displayed when the category code
is filled in
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¥ Voucher refill 1.4 x|

Voucher | |

2. Add the voucher number of the original card to add a refill. If the card should not be

refilled, choose “ok” and a new pass will be created.

See section Paying with a special pass for information on how to proceed when travelling

with a special pass.

2.3  Stand-by and waitlist

It is possible to waitlist passengers, vehicles and cabins. The maximum waitlist capacity is
set up in the registers both for Passenger and Freight Vehicle allocation and for all Vehicle
sizes (i.e. Low, Medium and High vehicle allotment).

When trying to book a departure that is for instance fully booked for passengers it is possible
to add waitlist status to the booking row.

If bookings are cancelled on a departure where there are waitlisted bookings, the capacity
will not be returned to the allotment, but is saved for the waitlisted bookings.

The user confirms a waitlisted booking by removing the waitlist booking row status from the

booking rows. The system then tries to rebook the requested capacity.

It is possible to split multi-sector journeys if there isn’t capacity for the requested items for the whole voyage. The
customer can choose to be placed on a waiting list for the legs where there is no capacity.

When saving a waitlisted booking, the user can choose to split the booked journey into separate legs. This makes
it possible to board each leg separately if the customer chooses to travel although the booking is waitlisted on one
or several legs of the journey.

2.3.1 Adding to the waitlist

1. To waitlist, move the cursor to the “Sts” field on the booking row you want to waitlist.
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Header I Journey IAshure.fExtI Namelist I

Dep [BEL [KTN [10/232015 [06.00PM FRI  1(2) ProdS|

AT 102572015 07.00 AM SUN M/ Malagpina prom7[ =[]
Gp| oty cig | oty Spee | Date | From-Te | RNRC] Frice /M| St= | coci
P 1 ADT 1 25000 -
v 1 CAR 2 r r
-
r -
r -
r -
r -
r -
r T

Journey price 250.00

2. Fill in the code for wait listing or choose <F9> for list of options.

Find|%

id I Mame
DBL Double Shuffle

WTL Waitlisted

AUTH Authorize only

1 .

Find | Cancel |

3. The code for waitlist ‘WTL'’ is used to calculate the waitlist capacity.

Dep [BEL [KTM |10/23/2015 [06.00PM FRI  1(2) Prods |
AT 10/25/2015  07.00 AWM SUN MY Malaspina Prom7 | +|—|+|
Gp| oty ctg | oty Spec | Date | From-To | RMRG] price / M[[_Sts Jcecil
p 1 ADT 1 250.00 rr
rr
r rr
r rr
r rr
r rr
r rr
r r
r r
Journey price 250.00
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Every time a booking with waitlisted items is opened a warning message will be displayed.

Message x|
@ There are waitlisted rows on booking.

2.3.2 Review the waitlist

When something is added to the waitlist the order in which they have been added is kept

unchanged.

1. To review the waitlist, press <F9> (booking search) from the booking form

2. Open the waitlist tab in the Booking search form:

@Search for bookings CarRes TEST 4.3 build A (CLBOOK 1.97) [CARUS@MICAELAO-PC.SEAFORMS ALMCTEST]
Journey l Jry Row l Jry Row Cargn] Jry Regnuml Jry Book Ctgl Ashore l Due Datel Invoice l Namelistl Booking Header] Cnntactlnfn] Supp Inv|  Waitlist l Daymentl

Name | Premise | Depl Arr | Dep/Start date | Dur | Product | Grp | Category | Ctg Spec | Stz : TV

-

Use % for wildcard search .

. Included bookings: Print
Booking | ¥ Active
Sz | | Save Defaults

) ™ cancelled
Zip/ Address | [ [V Waitisted Only Save default TP
Vis. Address | Exec Search
CIO Address | =
Div. Address | =
Exit

3. Insert the departure details that you want to view the waitlist for and press <Enter>,

Alt+S or press “Execute search”:

Issued: Mar-16 ©Carus PBS Ab Ltd, 2016 Page |36



Basic check-in and boarding user guide,

Training, March 2016

Carus

'@Search for bookings CarRes TEST 4.3 build A (CLBOOK 1.97) [CARUS@MICAELAC-PC.SEAFORMS. ALMCTEST]
Journey l Jry Row l Jry Row Cargul Jry Regnuml Jry Book Ctgl Ashore l Due Datel Invoice l Namelist l Booking Headerl Cuntactlnful Supp Iny ~ Waitlist l Payme

Mame | Premize | Depl Arr | Diep/Start date Druar | Product | Grp | Category | Ctg Spec | Sts. Wil Order
KTN |WRG |05/01/2016
—
TEST MICAELA KTN wRG [EQIERE 10.002 DEFAULT v 1  CAR WL 1 N
TEST MICAELA KTN  WRG 05/01/2018 10.00 2 DEFAULT V1 CAR WTL 2
TEST MICAELA KTN WRG 05/01/2016 10.00 A DEFAULT ¥ 1 MOTR WTL 3

-

Use % for wildcard search |

Booking

Area

Zip / Address
Vis. Address
C/O Address
Dlv. Address

31144

Included bookings:

¥ Active
[ canceled

¥ Waitizted Only

Print
Save Defaults

Save default TP

oK

Exit

The waitlist for the selected departure will be displayed. When a booking is waitlisted, there

will be a waitlist number for each booked category, for each booked leg in the journey.

24 Cleaning fee

Name Fremise | Dep | Arr | DwepiStart date | Dur | Product | Grp | Category Cig Spec Sts. | wil Order
KTN WRG |05/01/2016
TEST MICAELA KTh wre [EDQEGEE 10.00 2 DEFAULT Vo1 CAR WTL 1 -
TEST MICAELA KTN WRG 0S/01/2016 10.00 A DEFAULT P2 ADT WL 2
TEST MICAELA KTN WRG 0S/01/2018 10.00 A DEFAULT Vo1 CAR WL 2
TEST MICAELA KTN  WRG 0S/01/2016 10.00 A DEFAULT Vo1 MOTR WTL 3

Livestock is allowed on the vehicle deck on the vessels and this on occasion necessitates
additional cleaning of this area of the deck.

To cover these potential costs, a pre-authorized cleaning fee will be processed in case the

cleaning service is needed, otherwise the hold is released.

1. To add a cleaning fee to the booking, use category group: FEE and category ACD,
this will automatically generate an AUTH booking row status
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@FEII}' Booking Form CarRes TEST 4.3 build A (CBFERRY 2.850a.F11) [CARUS@MICAE

Guest ID | Last Name |

Bookin g|31 144 Due Datel |UK Firm

Given Name

Agent IAMHS ]

| 1] Tt | Fhone nbr

| |Test Micaela |

[ |

Header

Journey |A5hure.fbct| Namelist |

Dep [kn [wrG [0s/01/2016 [10.00 Ak SUN 1(1) Prods |
Arr 05/01/2016 04.00PM SUN MY Malaspina Prom7 | +|—|+|
Gro| oty ctg | oty Spec | Dste | From-Te | RnRC| Price i M| Sts | Coci
P 2 ADT 1 s5.00 rr
v 1 CAR z 107.00 Wl r
FEE 1 ACD | N =V
I =
r ] ]
r || |
r [
r || |
r [
Journey price 203.00

2. This row will be excluded from the total value of the booking.

{EFerry Booking Form CarRes TEST 4.3 build A (CBFERRY 2.850a F11) [CARUS@MICAELAQ-PC SEAFORMS ALMCTEST] 11.49 PM

Carus

=1

Booking[31144 Due Date] Jok  Firm Agent [AMHS  ALASKA MARINE HIGHWAY, US- clerk | Proma |
Guest ID | Lsst Name | Givenhame | 1| Tit | Phonenbr | Lng | cty | cur | m_l sp | Fo|Broch[ALL_PROD  All products 203.00
|Test Micaela | 1 [e Jus fuso [cas W T prod [DEFAULT  Defaut product 203.00 to pay
Header Journey |A5hurerEx't| Namelist |
Dep [KTN |[WRG [05/01/2016 [10.00 Ak SUN 1(1) Prods| oep[ | [ [ ew Prods[
AT 05/01/2016 04.00PM SUN MM Malaspina prom7 | +|=|+] Arr poma| 4| =[+
op| oty oy | oty Spec | Date | From-To | RNRc| Price /M| St | coai | Date | From-To | RNRe| Price ' M|_Sts | co il
FEE  1ACD 3 500,00 AUTH T Il -
P 2 ADT 1 6001 ? r il
v 1 CAR 2 107.00 WL (Il K
| T - T Il
r rr r ]
r rr r ]
r rr r ]
I (ol I -
r rr r | ]
Journey price 203.00 Journey price .00
Note Ret CI || Passenger list (Row) | Note Ret CI |

Two payment transactions will be made in the booking — one that covers for the booked

items (excluding the cleaning fee) and one made with a separate MoP used for authorizing

the amount that will be charged in case cleaning is needed.
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Payment transactions

Ciate Method Anmount Curmency Rate Armount Payes
03222016 |CAS 203.00 |USD 1 203.00

032212016 |CCA 500.00 |USD 1 .00 Remark

Init Converge authorization

2.5

Unaccompanied vehicles and youth groups

For unaccompanied vehicles or youth groups there should be a document uploaded on the

booking.

1. To add a document for an un-accompanied vehicle, open the booking in the booking

form

2. Go to Information > Contact history

File Reports andionCustomer Options Window

¥2Femy Booking Form € View Child Bookings ERRY 2.850a.F11) [CARUS@MICAELAO-PC. SEAFORMS ALMCTEST] 05.37 AM =1 F]
— ———— \iewAgent Contact
Elnnklngl.‘.DSDG 1.~ ) ) Agent [AMHS ALASKA MARNE HIGHWAY, US- Clerk | prom@ |
\iew Booking version - -
Guest ID S et | 1| Tit | Ehane nbr | tng | cty | cur | wop | ap| Fo|Broch[ALL_PROD _ allproducts 327963
ACHEE Cheesem © °// DOOKING row getalls F [T I E Jus Jusp cas W I prod [DEFAULT  Defautt proguct o0 to pay
Voucher History =
Header Journey Contact Hislory
Dep [BEL Junu Jotso; CheckIn Ovenview a5 | Dep I I New Prod |
AT 01042016 04,154 D088 ReportOvendew 7 =" 4 || 4| Arr poma [ z3[4|=|+]
I ook Lict - -
cpl oy oy oty ¢ - _ B Re | Fricz M| 5ts | cecil| & = Spec | Dste | Fom-To | RMRC| prio= /M| sts | cocil
FEE 1 SUDDHE NS 2 10.00 nin r rr
FEE 1 WIDE View Agent Yield Availability | ¢ 7053 - Il -
v 1 CAR u_View Waiting List Queue | 4 w17.00" rr r ==
WIDE 1 CAR 5 188210 - [ -
(i - (i o
(i - (i o
(i - (i o
(i - (i o
i rr T -
Fees, 1 Unaccompanisd Vehicle Alaska Journey price 3,279.63 Journey price .00
T | T

3. Add the Event code and press <Enter> or choose with F9 if the code is not known.
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n
5

Event | Event Name |

ey

RegUser |

USEREWT User-defined event

02/22/2016 05:34 ACARUS

Cantact Information

f | CnfDate | GniUser |

e e e o e e

T S S SN ENEINEINEN S EN ERENENEN ENE =)
L . R b

L]

External Response:

Paste text |

Print

Refresh Exit

4. Upload the document by pressing “Upload” or Alt+U

5. When pressing button <Upload>, the User is asked to confirm that documents should

be uploaded

e Upload document(s)?

6. A Windows Explorer window is opened where the user can browse for the document

to be uploaded

Look In: ||j Documents

o0
MIEIETEEE

[ Bluetooth Exchange Folder
[ Custom Office Templates
[ My Data Sources

3 New Folder

3 original

3 Outlook Files

3 Ren
[ 201
[ 201
[ cna
[} DrA
[ Exte

q i

File Name: ||

Files of Type: |Allfiles ()

7. If the upload was successful there will be a message displayed
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Message %]
@ Document upload finished without errors.

Note that some files types are not allowed to be uploaded; for example executable files like .com, .exe, .bin,
.vbs.

8. After uploading one or several documents the user can view a list of all files uploaded
against the active contact event record. This is done by pressing “View” in the
Contact History form.

9. Itis possible to delete an uploaded file by placing the cursor on the row and press
button <Delete>. The User must confirm that the file should be deleted.

2.6 No show handling

1. After a sailing, the bookings that have not been checked-in can be retrieved in the
search form with <F9> from the booking form.

2. Fillin the departure details in the Jry row tab and mark the check-box “Nci”

3. The list of no-shows will be displayed

@Seard"l for bookings CarRes TEST 4.3 build A (CLBOOK 1.97) [CARUS@MICAELAO-PC.SEAFORMS ALMCTEST]
Journey  Jry Row ler Row Cargu] Jry Regnum] Jry Book Ctg] Ashore 1 Due Date] Invoice ] Namelist 1 Booking Headar] Contact Info | Supp Inv] Waitlist ] Payment 1

Name [ Dep [ An | Departuebate |  Proguct | G | Ctg [ spec [ ondl [mai| [sts [ Em| Grestedby | Gabin | Day
KTN  JNU  |01/01/2016 W . . 1
BRADLEY SMON kv M 01/01/2016  07.45 P DEFAULT v 1 PET ACHEE |
BRADLEY SMON KTN  JNU  01/01/2016 O7.45 P DEFAULT v 1 CAR ACHEE
BRADLEY SMON KTN  JNU  D1/01/2016 07.45 P DEFAULT P 2 ADT ACHEE

Use % for wilkdcard search

. Included bookings— Brint
Booking 29207 ¥ Active £
Area [ I I™ canceled Save Defaults
Zip ! Address  [g9001 [440 BAWDEN STREET Save default TP
Vis. Address |
Ci0 Address | Exec Search
Div. Address | oK

Exit

4. The bookings can be opened directly from the displayed list and actions regarding no-
show handling can be taken according to company policy.
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TRAINING DAY 3

Training block #3

Port management functionality
Reporting, manifests, documents, etc.
Finalizing a departure

Exercises
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3 Training block #3 — Port management and finalizing departure
3.1 Reporting

3.1.1 Printer queue

CarRes requires tickets to be generated for all booking rows including such categories where
no physical tickets should be triggered. These categories should be defined with a dummy

ticket layout, pointing at a NULL printer queue.

The terminal where the User is logged on must have all documents linked to Printer queues

controlling which physical printer the documents should be printed on.
From the main menu, please select:

Booking > Booking > Options > User data and printer queues

£ User Printer Queues CarRes 4.1 build 2 (CRPMNTU 1.19) [ALMCTEST@PIAL-HP.IN... [H[m]
Terminal Cueues
M] Ijht Generated by System **
Reports default queus
Document Type | Hame | Printer Queue |
BCF In-heuse bocking confirmation WWIN -
BOC Boarding Card MULL
BOCWEH “ehicle Boarding Card MULL
CABCARD Cabin Card MULL
JRYTCK Journey Ticket MNULL
[-
Copy settings from Terminal... |
Save | New | Delete | Refresh | Exit |

1. The terminal of the logged in user will automatically be displayed in the “terminal
queues” field.
2. To add a printer queue, go to an empty row and add document type, name of

document and the printer queue.
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3. Printer Queues can be copied from one terminal to another. This is very practical for
instance in terminals within the same office, where the same documents should be

printed on the same printers.

4. To copy the printer queues, press <Copy settings from Terminal>

Terminal Queues:
[MICAELAD-PC | Generated by System =
Reports default queue
Document Type | Mams Printer Queue

BCF In-house booking confirmation WIN |
BOC Boarding Card NULL
BOCWVEH “ehicle Boarding Card MULL
CABCARD Cabin Card MULL
CAS Cash receipt NULL
JREYTCK Journey Ticket NULL

-
( Copy settings from Terminal... | )
Save | New | Delete | Refresh | Exit |

5. Choose the ID of the terminal from which the printer queues should be copied.

Flease select user and terminal to copy settings from ﬂ

Find|%

Terminal ID Pl

DOTMJCOIT162143
DOTMJCOJR100364
DOTMJCOJR100382
DOTMJCOJR188889
DOTMSGY4T106062
DOTMTES1TZGX1
DOTMWCOIT169430
DOTMWCOOP162142
KIME
MATSO-HPE560W
MATSO-PC
MICAELAO-PC
PETERE-WINS ﬂ

Eind| 0K | Qancel‘

6. A question about copying the settings will appear, accept with “Yes”
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The cashier balancing is recommended to be done at the end of each shift, but this routine is

depending on internal company routines.

To balance the cashier:

From the main menu, please select:

Booking > Reports > Cashiers Daily Report

File Boarding Registry Eookingabout Window
@Q&lemstaﬂupsaeen CarRes 4. Global Reports

Sts.

Subject

Booking Reports

Vessel Reports L4
Generic Reports

Freight Reports

Harbour Reports

Premise Repors
Customer Reports

Cashiers Daily Report

Daily Payment Report

Premise Time Bookings

ICOA@MICAELAD-PC FORMSDEVD3.0RADEV] 10:

Responsible

Linked to

|

1. The list of open cashier reports will be listed:
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Cashiers reports | Subtotals l Transactions l Deetail l Booking l
Account System L
DEFAULT Default Days Shown W _ Refregh |
Casiler [ Firstins aae Traactns Reparted by Report ID Acknow leaged by [ S
JOGU 10.06.2015 1 1289 = Report
CARUS 09.06.2015 21 1288 Acknowled...
apros 20.03.2015 0 1285 .
Reprinted
PILU 21.01.2015 34 1284 —_—
\VVILG 19.12.2014 1 1283 Actyal
ERDA 19.12.2014 1 1282 e
PALI 19.12.2014 1 1281 Cashier
PILU 13.10.2014 1 1280
PILU 13.10.2014 1 1279
m 25.08.2014 1 1278
CASU 09.04.2014 94 1277
(ALHE 09.04.2014 7 1276
MAHE 08.04.2014 1 1275
-

2. Move the cursor to the row for the report that you will be balancing and choose

13 Report”

Cashiers reports | Subtotals l Trangsactions l Detail l Booking l

Account System Exit

DEFAULT Default Days Shown [700 | =D |

Caier | Fisimmsome Transactons Resoned oy Regurt ID Acknow lesged by [ ST
JOGLU 10.06.2015 1 1289 =5 Report
CARUS 09.06.2015 bl 1288 Acknowled...
QpPos 20.03.20M3 o 1285 Reprinted
PILU 21.01.2015 34 1224 —
\VVILG 19.12.2014 1 1283 Actyal
ERDA 19.12.2014 1 1282 Al
PALI 19.12.2014 1 1281 Caghier
PILU 13.10.2014 1 1280
PILU 13.10.2014 1 1279
m 29.052014 1 1278
CASU 09.04.2014 94 1277
ALHE 09.04.2014 7 1276
MAHE 08.04.2014 1 1275
-

There are different options to choose between for how the report should be printed.
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I | Name
S _CASHRS Cashiers Daily Report Cashiers Report.
Preliminary * [+ Report status
Final* [ Report status
Archive* [ Report status
ReportD* [1278
Report ID from (optional) W
Paydate * [+ Sort order
BookingID* [ Sort order
Show all rows * [ Payment rows
Show total per MoP* [ Payment rows

3. To only get a report showing the balance, tick “preliminary”. To finalize the report and
approve it, tick “Final”

4. The sort order can be either Paydate or Booking ID
The payment rows can be shown either per MoP (mode of payment) or all rows can
be listed

6. To print the cashier report, press “Print”

o Name Note
S5 _CASHR Cashiers Daily Report Caszhiers Report. -~
-

Preliminary * [ Report status

Final* [ Report status

Archive* [~ Report status

ReportID* |1278
Report ID from (optionaly [1278

Paydate * [v Sort order

Booking ID* [ Sort order
Show all ows * [ Payment rows
Show total per MoP* [ Payment rows

™~

Y
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CASHIERS REFPORT

PAGE 1
REFORT ID MIOS-1278 PRINTED 14-0CT-15 1513
Cashier  MIOS Report status:  Final
EUR
CAS [ Cash payment
Pay date Terminal Apnount Booking 1D Mame
29.09.2014 09:20.53 65.80 33352 TEST
65.80
65.80

3.2  Finalizing departure

3.2.1 Actual time of departure

After the sailing it is possible to insert the actual time of departure.

1. To add actual time of departure, choose Registry > Capacity > Departure (on board)
2. Start by filling in the sailing details:

@ Departure Maintenance CarRes TEST 4.3 build A (CCDEF 1.184) [CARUS@MICAELAC-PC.SEAFORMS
Dep ID | From to Vessel
Mext Dep ID Schedule
Dep number Estimated !
Voyage No Actual

3. Fillin the Departure ID if it is known or use F9 to search

4. The details of the sailing will be displayed based on the departure ID
5. Fill in the actual time of departure and arrival:
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@ Departure Maintenance CarRes TEST 4.3 build A (CCDEF 1.184) [CARUS@MICAELAO-PC.SEAFORMS.ALMCTEST] - I

DepD  [maLo10s20161000 From ki lo wRg  Vessel pal DEP 4| | 5 Bootngsts [T a7 2

Cabins Cleaned [  Booking 1 Noamdfee [~ [

MALO10520161645 Schedule 05/01/2016 10.00 AM SUN  05/01/2016 04.00 PM SUN | DAY 4=| =
Next Dep ID chedule WEEK | = Cabins Empty " Check-nSts [z  MNocanfese [~ [
Dep number| E=timated Relax product rule r Dep port open [v Arr port open [v
Woyage No 90339321 Actual
Note |

Header l Yield ] Pax, Cars Cabins ] CatNunierence] Misc ]Guest'lypes} Staircase ] Protected Space]
 CarRes Gate

r— Valid Category Groups  tinerary -]
lait versi Port 1D | Date | | ema | e | Emmctver ip | Etext ver Mame| Note | )
" Open Prior
All Category Groups —_
Open After
Ctg Grpl Mams | Gip SC |
FEE Fees =l Berth
L Lodging eris
& | |Departure Berth
P Passengers =
PASS  Passes Booking C ity Arrival Berth
v Vehicles |7 |
WIDE  Wide Vehicles  Category group dasta ———————— [ Category sell offset
XWIDE Extra Wide Vehicles ctgGmp | strtor | endor Salecha ID Ctggrp Ctg ID Ctgstrgrp 10| Start0ff | Endofr | ury |
ry ry |— | -
|
= m|
Extemal text version for Ctg Grp |
Ver. ID: = = - =l
Name: ] .
r Captain & Port Officer 1 Crew Quantity —

3.2.2 Finalize departure

Depending on company routines a departure can be closed for check-in after departure. This

can be done either for one departure at a time or several departures at once.

3.2.3 Close one departure at a time

1. To close a departure for check-in/booking, go to the upper right corner of the screen

in the Departure maintenance form

2. There is a Booking status field and a check-in status field that should be updated

when closing a departure.

Check-in status shows if the departure is open for check in or not. Change the status to “0” to

close the departure for check-in.

Booking status shows if a departure is open for booking or not. Change the status to “0” to

close the departure for booking.

JDeparture Maintenance CarRes TEST 4.3 build A (CCDEP 1.184) [CARUS@MICAELAO-PC.SEAFORMS ALMCTEST] iy |}
DepD  [WALO10520181000 From kTN to wRG  Vessel MAL 0P 4| — g7 (£23

Cabins Cleaned [+  Bocking 0 Noamdfee [~ [

MALOT0520161645 Schedule 0S/01/2016 10.00 AM SUN 05/01/2016 04.00 PM SUN | DAY 4=| =
Next Dep D chedule s Cabins Empty [ Check-In Sts. I_n Nocanfee [~ [
Dep number Estimated bl 4 Relax product rule r Dep port opeT v Arr port open [
Voyage No |90339321 Actual
Note |

L 1 1 1 L 1 L L 1
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3.2.4 To close several departures at once

1. To close several departure for check-in, choose Registry > Capacity > Departure
links
Clear the screen with <F7> or press “Search” or Alt+S..
Fill in departure details. If only the date is filled it, a list of every departure available in
the system from that day will be displayed. If both the route and the date is filled in, a

list with of the upcoming departures for that specific route will be displayed.

File Info Help Window

@ Link Departures CarRes TEST 4.3 build A (CMDLINK 1.39) [CARUS@WICAELAO-PC. SEAFORMS ALMCTEST] =1o x|
veh | From | To | Departure Date" [ amvaipass | 85 [ cis | Voysge Number | Automat Ghici | Lane Tempist= D~ Next ID* [
KTN WRG  05/01/2016 -

@Lir‘lk Departures CarRes TEST 4.3 build A (CMDLINK 1.39) [CARUS@MICAELAC-PC. SEAFORMS. ALMCTEST] =100
Veh | From | To | Departure Date™ | Arrival Date™ | BS | Cis | Voyage Numbser | Auwtomat Chiki | Lane Template 10 Next 107 |
m KTN WRG  05/01/2018 10.00 AM Sun OS/01/20M6 04.00PNM 1 2 80385321 MALO10520161000 MALO10520181645 =1

MAT  KTN WRG 03042016 02.15 AM Wed 05/04/2016 0815AM 1 2 503659388 MAT040520160215 MAT040520160900

MAT  KTN WRG 03072016 04.15PM Sat 05072016 1015PM 1 2 80385402 MATOTO520161615 MATO70520162300

MAL  KTN WRG  0%/08/2016 08.15 AM Sun 05082016 0215PM 1 2 503659334 MALOB0520160815 MALOBO520161500

MAT  KTN WRG  05M0/2016 09.15PM Tue 05112016 03.15AM 1 2 90389413 MAT100520162115 MAT110520150400

MAT  KTN WRG  05M4/2016 03.30PM Sat 05142016 09.30PM 1 2 90389427 MAT140520161530 MAT140520162215

MAL  KTN WRG  05M5/2016 10.00 AM Sun 05M5/2016 0400 PN 1 2 590389348 MAL150520151000 MAL150520151845

MAT  KTN WRG  05MT/2016 11.45PM Tue O05M3/2016 0545AM 1 2 590389438 MAT170520162345 MAT180520180830

MAT  KTN WRG  05/21/2016 07.30 PM Sat 05222016 01.30AM 1 2 90380452 MAT210520181930 MATZ20520180215 -

MAL  KTN WRG  05/22/2016 09.00 &M Sun 05222016 03.00PN 1 2 90389352 MALZ20520180900 MALZ20520161545

MAT KTN  WRG 05/25/2016 03.45 AM Wed 05252016 09.45AM 1 2 90389453 MAT250520160345 MAT250520161030

MAT KTN  WRG  05/28/2016 01.30 PM Sat 05282016 07.30PM 1 2 90389477 MATZ280520161330 MAT280520162015

COL  KTN  WRG  05/28/2016 09.00 AM Sun 05282016 0230PM 1 2 90386913 COLZ80520160900 COL280520161530

MAT  KTN WRG  06/01/2016 12.45 AN Wed 06/01/2016 0645 AN 1 2 90369488 MATO10620160045 MATO10620160730

MAT  KTN WRG  06/04/2016 06.15PM Sat 06/052016 1215AM 1 2 80389502 MATO40620161815 MATO50620160100

coL KTN WRG  06/05/2016 02.00 PM Sun 06/052016 0745PM 1 2 90386932 COLOS0620161400 COLOS0620162045

MAT  KTN WRG  06/07/2016 08.15 AM Tue O06/0T2016 03.15PM 1 2 90389511 MATOT0620160815 MATOT0620161600

MAT  KTN WRG  06/11/2016 08.30 AM Sat 06/11/2016 03.30PM 1 2 90389526 MAT110620160930 MAT110620161615 Ll
Next departure from/ to |WRG |PSG fields with an * in the headli.ne
Next vessal ,Mﬁ\l_i is searched by means of wildcard
Next departure date ’m Nexd departure
Mext arrival dale ’m ’7 lgnore vessel [ | Autolink Exec Sea.. | Search | Saye | Refresh | Exit |

7. There is a Booking status field and a check-in status field on each row that is used for

closing a departure for check-in/booking. See status definitions in previous chapter.
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Eile Info Help Window |

TRAINING DAY 4

Veh | From | To | Departurs Date" | Arival Dt
KTN  WRG  0S/01/2016 10.00 AM Sun 0S/01/2016 04.00 P
MAT KTH WRG  05/04/2016 02.15 AM Wed 05/04/2016 0815 A
MAT KTH WRG  05/07/2016 O04.15PM Sat 05/07/2016 1015 P
MAL KTN  WRG  0S/08/2016 08.15AM Sun 0S/08/2016 0215 P
MAT KTH WRG  05M0/2016 09.15PM Tue O05/M11/2016 0315 A
MAT KIN WRG  05M4/2016 03.30PM Sat 05/14/2016 08.30 P
MAL KTH WRG  05M5/2016 10.00 AM Sun 05/1%2016 04.00 P
MAT KIN  WRG 05M7/2016 11.45PM Tue 0S/18/2016 05.45A
IMAT KTHN WRG  05/21/2016 07.30 P
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Training block #4
Scanners and boarding
Training review and best practices

Exercises

See separate user guide for Scanners and boarding
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